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WOMEN EXECUTIVES 
AND THEIR 
WOMEN SECRETARIES 


By DINAH MARGOLIN 


HI ad | € at s ib iN pub t lk t » i 

lishe tw ty years ag { tled Art t me \ i t “A 

W ome Peopl tin of this | seSa where § mects 
Satire « NY { es | then have esting A] Ix Seve Lor 
looked to t iture ew ive seen the I I I ) | 1. | 
increasing eT tw en W were becom Me Ke >» \ t, La ee 


that, in the business world, a number of femi IT was when Miss Cuthbert poke 1 er 
nine executives had risen from the ranks Many er privat itiw ‘ t 
of these women, now requiring one or mor¢ siiera y mor light n the woman ex tive 
secretaries t assist them in the discharge of woman secretal! t ' ' rime \ ‘ ‘ 
their duties were themselves nce stenogra- tary to the S | of Home | non Ss at ( 
phers Whicl IS, OF « irse, excellent first hand m Universit is vel | te 
evidence of the value of stenographic training to what is requir¢ as secret 
for greater accomplishment Aside trom te il pertectior ie told 
Perhaps you, who are soon to go out int me, “a secretary must have a quick and plian: 
the world, have also noticed the number of mind. I) work, where we deal with peopl 
women in business and have wondered how wl are specialist n their line f endeavor 
you'd like it if confronted with a woman “boss.” but are unfamiliar wit roadcasting technique, 
Is it difficult to work for a woman? Can a gir] t is my secretary's t tiate them. We 
get along with a woman superior? What do put on a number of club programs, cultural 
women executives require in a secretary? program , il drives as Boy 
With the thought that some of these questions Scout Week, Nat 1 Safety Week, Be K 
might be puzzling you, I set out to find the to Animals Weel t like. Not only does 


inswers Miss Hy: 1 att { th natters a 


getting the scripts | Kers n ad 
WHILE waiting for my appointment with vance, the publicity, and g of rehearsal 
Margaret Cuthbert, Director of Women's Ac- but she also supplies ideas for programs 
tivities of the National Broadcasting Company “To me, she embod ma f the qualities 
and one f that company’s important execu of the perfect secretar » tact, a way 
tives, I chatted with her secretary, June Hynd with people,’ and tiative Recently, just a 


“I work for a woman,” Miss Hynd said, “and tew minutes befor i woman speaker was du 
I’m proud of it. I’ve worked for men before to go on the air, she suddenly lost her voice 
and I’ve had the opportunity to work for on Miss Hynd took the script and when the cue 


f our vice presidents at a larger salary, but came a few s nds later she delivered the ad- 
’ 

I'd much rather work for Miss Cuthbert.” This, dress herself, first prefacing her remarks witl 

as you may imagine, was decidedly interesting, an explanat t the lis] t f the sched 


nd I felt that Miss Hynd was sincere—not uled spedker t ore ed quick thinking 
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i name then ] Loy alty 

> —s- Eefticre nc 3 Ability t 
eet people graciously and 
ntelligentls ( More about 
this later.) 4. Attractiveness 
>. Honesty and sincerity. 6 


; 


Regardu Y he job as a pre 
fession and something worth 
while rather than a mere 
means of making money 

To put that further eluci 


datio1 in Miss  Bourke- 


White’s own words 





I think all of these quali 

ations are self explat ator 

except No. 3, regarding whicl 

I want to go into more deta! 
More orders have been lost 

through the surly, supercil 

ous, haughty behavior « 

Women’s Activities at NBC are directed by this pair secretaries than the sales de 
Miss Cuthbert and her secretary, June Hynd partment realizes. 1, myseli 
ive had the experience ol 
being subjected to rudeness 
wer part. And she spoke so well that I con by secretaries of some of the firms with which 
plimented her on her diction. I learned then I have dealt, with the result that I bought my 
that, anticipating such an emergency, she had supplies elsewhere. A secretary must realize 
heen taking lessons in public speaking.” that she is a cog in a machine—no matter how 


large or small—which is organized to do busi 
ANTICIPATING the employer's wants ranks ness along certain channels. Even if she is in 
even ahead of technical perfection with Mildred a department far removed from actual selling, 
Webber \ talent scout for Warner Brothers, 
the movie producers, it 1s her job to ferret out 
promising young performers and to supply un 
usual “types” needed for certain pictures. At 
ill times her office is a bee-hive of activity. She 
is proud of the fact that she worked up to her 
job from a stenographic beginning 
“Not all the work in this office,” she ex 
plained, “revolves around letters. A great deal 
is transacted over the telephone and in person 
It is for that reason that I do not require th 
speediest stenographer and typist in the world 
But what I definitely need is someone with 
tact, initiative, and the ability to handle people 
Believe-it-or-not, a secretary's ability to handk 
people applies not only to the people with whom 
her boss associates, but to her boss as well 
‘rom my own experience and from the way | 
trained my secretary, I should say that a secre 
tary must definitely study her chief so as to 
know when to do and when not to do certain 
things, and when the time is appropriate to pre 
sent various problems. While the ability to 
take down her notes and transcribe them ac- 
curately is not to be underestimated, the ability 
of a secretary to note the response of the peo- 
ple around her and to translate that into defi- 
nite action is just as important.” 








MARGARET BOURKE-WHITE, interna- 
tionally famous as an industrial photographer, 
declared that her requirements in a secretary 
might be listed under six qualifications 


Between shots the other Margaret (Smith) takes 
a memo from her “boss,” Miss Bourke-W hite, 
famous industrial photographer 
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Vacy’s merchandise counsellor Marjorie 

Griswold (above) and Mildred Web- 

ber, talent scout for Warner Brothers, 
stress initiative 


| 


ve is still definitely tied main idea 


up to the 

i disposing of goods or services at a profit 
times like the 

nctly a buyer’s market, it behooves every cog 

m the effi 


iency. In my secretary 1s 


\nd in resent, when it is dis 
] 


machine to operate at its maximum 
business my 


She 


Own 
} 


my business hostess meets all callers 
whether they be clients or sales 


has to turr 


that 


but good 


wurteously, 


and even if she them away, 


tactfully 


men 
sne does it so 


ey retain nothing 


GRISWOLD 


MLARJORIE 


} I three merchan 
clise ounsellors at R H 
Macy and Company, huge 
New York department store 
She is responsible for the 
sales activity of twelve de- 


partments and supervises the 
work of 12 buyers, 30 assist- 
ant buyers, 3 stylists, and ap 
proximately 300 sales clerks, 
according to 
With such a huge staff to 
handle, she has definite ideas 
mn the relationship of women 


seasonal needs 


executives to their subordi- 
nates 

“The fact that a person is 
at an executive desk,” she 


out, “must indicate 
that that individual has more 


red ability more 


pointed 


recogm and 


Radio City 


magination than those who are 
positions. Therefore, taking f 


stenograp! ind typing ability | 


single 


retary s greatest 


ability to relieve her chief of petty 
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subordinate 


granted the 


detail whicl 


takes up time and clouds the vision that should 
be used for new, creative things Also, en 
thusiasm in a secretary is very important for 
the morale of the other workers, who take 
their cue, naturally, from the person who is 
losest to the executive It is the unct ‘ 
i good executive, to my way of thinking, t 
set the pact t g1\ 
e secret vy an idea 
t the results wanted 
d the ’ er lee 
Way and il ppor 
tunity to exercise her 
udgment as to the 
best way to get those 
esults That de 
] ps Sseil el al t 
In her own depart 
ment, Miss Griswold 
said, there is an ¢ 
ellent example of 
t reward that came 
1 secretary wh 
was & nterest 1K job that Wa 
willing to step out and do more than was acti 
ally required her on the jol Miss Sue 
Clark; who has been one of her buye for five 
years, was tormerly the secreta i e of the 
Vice presidents She was s tereste in ce 
partment store merchandising it sne took 
several courses on the subject the eve 
Naturally ‘ knowledge " retlecte 


Music Hall, Rockefeller Cente 





Hazel Flynn and her secretary, Mary Gaffney, hard at work. 
Miss Flynn directs the staff that handles all the publicity for 


r 








in her work, until it that she would 
be more valuable to the store exercising this 
merchandising ability as a buyer than she was 
as a secretary. And that is why today she is be- 
desk of own in the 


was felt 


hind an executive her 


buying offices.’ 

4 FORMER newspaper reporter, 
and personnel manager—that’s the background 
of experience that Hazel Flynn brings to her 
present job of direc- 


secretary, 


tor of publicity for 
the mammoth Radio 
City Music Hall in 
Rockefeller Center, 


She 


New York City 
is qualified thus to 
present her ideas in 
from a 
point of 


First, as 


this article 
three-fold 

view one 
who has been secre 
others: sec- 


} 


nd, as one who has 


employed people tor 
others; and third, as 
an executive herself 

“The first thing to 
realize t that 
vou can’t bluff on the 
] rb You 


the goods to deliver 


day 1S 


must have 
And there is no need 
for bluffing 
there 


, 
when 
are SO many 
good schools in which 


to acquire training. A 


good secretary must not intrude her person 
ility so that it hits her chief with a bang 
Rather, she should aim for the quiet side; 
} 


vere when needed, yet her presence is not so 
obvious as to detract attention from the mat- 
ter in hand. A good secretary should have an 
excellent memory and enough flexibility to be 
able to know how her boss would act under 
conditions and then act accordingly 
circumstances requiring such 
But she must always give the impres- 
sion that she is acting as the deputy of her 
chief and is not doing something smart-alecky 
on her own 


certain 
should arise 


action 


“As personnel manager, I can recall that 
many girls used to rebel when assigned to work 
for women. They expressed the opinion that 
the woman executive wouldn’t give them a 
square deal and that they would be the victim 
f ‘woman’s inhumanity to woman.’ Nothing 
could be further than the actual truth, and | 
have no partisan feeling because of my sex 
The fact is that such girls would not be able 
to get along with men. They were too selfish, 
self-centered, and undisciplined to realize that 
in business there can be no sex. The woman 





Mary Dillon, President and directing 
head of the Brooklyn Borough 


Gas Company 
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meone else | 


someone eise a higher 


executive is responsible to s 


results, be that othicer 
or a board of directors And, in accomplishi v 
this result, they are too busy to ‘pick on’ their 


secretaries.” 


FOR last, but far from least, I present Miss 
Mary Dillon, who rose from stenographer to 
be president, general manager, and a director of 
the Brooklyn Borough Gas Company. Her first 


] 


and only job has been with 


this company, in which she 
rose trom a minor position to 
lirecting head, with a corps 
of secretaries to assist her 

Repeating many of the 
requirements previously set 


forth, she adds that all her 


secretaries must be “well 
educated and well-bred, 
with intelligence necessary 
to cope with the various sit- 
uations that arise through- 
out the day. This means 


that, aside from being good 


stenographers and_ typists, 
they must understand pub 
lic utility management \ 
good secretary with a hank 
ering f fiction would be 
unhappy with us, since we 
deal with hard facts and 
figures, and such a persot 


should work for a magazine 
or book publishing house. | 
secretaries to 
themselves as as 


want my 
regard 
sub-executives and have complete 
that 


assembled on 


sistants or 
knowledge of the routine of the 
h! } 


as much data as possible can be 
various problems before 


othce, so 


nbmitting ”’ 
submitting 


This then, is what women executives require 


of their women secretaries. Frankly, these re 
quirements are exactly the same as those any 
man might set forth. Which, to answer the 


author of twenty years ago 


NY? 


women are people, after all 


must prove that 


AFTER my visit to Miss Cuthbert I also 


spoke to the secretary of each woman execu 


tive I interviewed, asking these girls how they 


liked working for wome! These 


talks were 
with the knowledge of the woman executives 
but not in their hearing. Some secretaries 
were as enthusiastic as Miss Hynd; others 


were more conservative. What I was particu- 
larly interested in, and I think you will be, 
was the consensus of opinion that it was no 
harder to get along with women than it is with 
men. All of these secretaries had worked for 
men previously and all indicated that it was 
strictly up to the individual; that 
just as many men (Continued on 


there were 
page 351) 
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Little Sketche: 
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STENOGRAPHERS and 
SECRETARIES at Work 





To Stenographers and Secretaries 


Send wus interesting sketches of 
your work. For every such sketch 
accepted for publication five 


dollars is paid 
—Editor 














f anin nutrition in one 
iltural ( eges, I believe that I am unusually 
tort ite 

The primary purpose of animal nutrition 1s 

t ] t i the tarmer e most pr table 

eeds for his farm animals, b imans ar¢ 

< lar to farm animals n ways, and the 

‘ 5 ed with human nutrition and the 

‘ 1 | science The staff of our 

bor ! s made up of three professors 

eight graduate students, two janitors, and 

Bes s that there a student workers 

rae t N \ \ and additional workers 

il called il 

W HEN the professors start 

i \ per ent | take Wi in sh rthand 
s the nplete plans. | lect and fil 

from all parts the United States and foreign 

ries a the available literature that has 

ever been published on the subject I write 
letters to scientists working on the same prob 
en + sts ter visit s sometimes 
some eally well-know s held From 
s dictated and from letters written I fol 

low progress ot the whole experiment 
ventually, sometimes years after the begir 
ng t the experiment, n employers decide 
that they have enough material to publish. 1 
type the manuscript f publicat sometimes 
is a llege bull ind sometimes as at 
article in a scientific magazine, and a few 
months later will read a comment on the 
results in the s e colum: f ur local 


HE graduate students are 


trom many different states and occasional, 
a foreign untry The Director dictates 


corre sp nde nce 


are 
them 


applicants until a few 
chosen. When the boys arrive, I give 


I 


or “Why I Like My Job” 


‘ ; } Idine | nal 


ACVS { mu] 





- Tl 
different office routi1 work with them f 
several years, watching them struggle al 
stretching the dollars of their modest salar 
until I type their theses, see t or f 
their doctor s examuinat ’ writ their letter 
of application and help plan the farew 
party. I hi pe that some i then mak 
important scientific dis eries 
MANUSCRIPTS § blicat 
require careful typing, wit ittenti 
to spelling and punctuatior yy the 
als requires < ireful, a urate work il since 
the typewritten copy itself is bound, it re 
quires artistic typing with careful and 
sistent spacing Wher hegan the w K I 
scientific vocabular was ery limit 
found it necessary to look up and Ie t 
spelling and meaning of ma word la 
vocabulary hel ea go the ¢ [ 
of the thesis, often written in long 1. | 
typing I look over the g py for 
in spelling, punctuation, and gran Most 
f the students d t have a great il of 
conhdence in their knowledge of these thi 
and are grateful for help. Usually a 
rough copy is prepared Before t ge the 
nal thesis, I write down rules we de e t 
follow regarding tals, spa so t 
t will be uniforn | look over t 
everal times and graduate t t 
t over Beginners seldom real | 
amount ot are it requires t ) 1 ¢ (vr 
sometimes, when | am busy, | eal 
typist tron itside to type these publ 
and theses It is usuall ! It t 
competent persor Good typists wl de 
part-time work and w live in a college tow 
an. us ally d t Vay 
] HAVE the usua 
a secretary, besides inswering the - ne 
meeting callers, making uppointments, et | 
order supplies and keep part of the re 
ot money spent. On the 19th of each mont 


make sure that e 
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his time report, and there are a 
other little things that must not be 
My desk memorandum is about my 
| also keep plenty 


handed 
undred 
forgotten 


most important possession 


f notes as to how to perform each duty so 


that I will not have to ask questions twice 
I keep my to remember 


every bit of 


ears open and try 
information about the work and 
It cer 
tt of time and trouble to recog- 


people (without telling it, of course) 


tainly saves a | 


nize a voice over the "phone, to be able to tell 


how to get his monthly 


to tell the Director when 


a graduate student 


check or t be able 


a certain student will return from the den- 
tist’s' 

Pik laboratory is no place 

i girl the boys would call a “lily With 


it would be inconvenient to be 


atraid of a mouse 1 am always walking into 


where they 


a room are operating on or dis 
secting an animal 
As the only girl around the laboratory. I 
am trequently asked to help pick out a wedding 
help plan 


this an im 


present for one of the boys, to 
parties and the like I 


portant part of the work, since a stenographer 


consider 


can't succeed without triends, and of course, 


it iS tun, athyway 
employers 


hese are the qualities that my 


appreciate. I know that you have heard them 
before, but we forget so easily, I will repeat 
Honesty, in matters, in not 


time, in not 


them money 


wasting giving out intormation 
and in admitting an error instead of passing 
on the blame. Accuracy and dependability. It 
is far better for me to take plenty of time to 
look over work and to hire a typist now and 
then than for my employers to spend their 
valuable time in too much checking of my) 
work Ability t directions. A 


appearance, knowing how to meet callers, and 


) follow neat 


especially ability to get along with associates 
so that time and energy is not wasted in petty 
quarrels. 

I like my 


employers are considerate, because 


work because it is so varied, be 
cause my 
I enjoy my 
with the progress of science and with the men 
who are making the progress, and above all, 
I like my work because I believe in it. 


associates, because I am in touch 


Did You Type It Right? 
OW 


snarling 


about it—did you succeed in un 
that punctuation 

month? Some few of you at 
least have been trying it, we know. We've had 
letters asking us to tell just how it should be 
We had intended giving the key this 
month, but we didn’t promise it, just because 
we wanted to 


“teaser” we 


gave you last 


tvped 


“tease 


you into writing us— 
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we like letters—every editorial staff seems t 
lave a weakness that Way 

Here's the copy is riginally present 
rep ated to let ir new readers u mn the 


fun, too 
Study this example t se t quotation 
sie 1 ’ 


marks and typ it corres ) c Says in fis 


letter I heard Mr J son urge the audience 
to support the party saying shall we look back 
on our own treachery or sha'l we with Ten- 
nyson repeat those lines beginning thou shalt 
hear the never ne t spered by the pna 
tom vears 

Did you type t this wa 

Study this example the use of quotation 


marks and type it correct! “He says in his 


letter: ‘I heard Mr. Johnson urge the audience 
to support the party, saying ‘Shall we look 
back on our own treachery, or shall we, witl 
lennyson, repeat those lines beginning, ‘Thy 


shalt hear the “Never, never whispered by 
the phantom years?” ’” 

If your version doesn't agree, let's argue the 
matter! And 
to present ? 


now wh as ano “teaser 





<« 12 QUESTIONS > 








Check them to see how many you 
can answer and compare the result 
with the answers on page 351 


] Why is a graduation exercise called da 
“commencement” ? 

2. W hat percentage t the people ot the 
United States are educated ? 

3. What is a Rhodes scholarship, and is it 
open to both men and women 

4. Have any great books been written en 


tirely in shorthand ? 
5. Can a right-handed person, with practice, 
make himself equally dextrous with his left 


hand, or vice versa 
6. What one of the United 


as long as the 


States has a coast 


line almost distance between 


New York and San Francisco? 

7. In how many untries are there old-age 
pensions? In how many of the United States 
ot America is there state old-age relief? 

8. In what countries are there the greatest 
number of native languages ’ 

9. Have diamonds ever been mined in the 
United States ? 

10. Is it illegal to insert a wrong date on a 
bank check ? 

ll. A friend insists that the initials 
“B.V.D.” (meaning in slang “shorts”) ones 


appeared on the coinage of the United States 


ntorma 


but he cannot locate the source of his 
tion. Can you give it? 
12. What is “legal tende: 

















oS 
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PHE LEARNER 





INEXHAUSTIBLE POWER OF 


ABBREVIATING PRINCIPLE 
IN SHORTHAND PRACTICI 


DISCLSSED BY DOCTOR GREGG 


4 i it i tudent i vriter rms ¢ ce ee p ‘ 
| . | ipp ( ate t< porta ‘ = , ‘ : 
“re K yp S subte ) ‘ ret miVe ‘ ‘ 
the Uregg S t Ass t ears ag 
M ( s M. Miller said | ave foun Three Methods of Abbreviating 
> + ] , ’ ’ 
e A Via I pit © power . ) " nem et 
= bye d he 1 <t Ask it f st i 
t i ait ‘ Va\ ‘ ibbre ate j | | wrt 
N t Ss s simp! t , ned 
i nple me i | ; . . : 
K t austiess pow | ‘ t t . 
' ‘ | 
well 
“ ] ; ; 4 
part thre \ M iy \ nen 3 
\ . writ , wtural ord ns 
\ Z 
. t , « ¢ ef 
i \\ mpi ' hyre it t 
‘ 9 ew 1 for the ste aplh t droy , wants . shit 
. I it l Is is cs ) ohat | . . 
S 
~ il re | ‘ \ etract ‘ tr 1 e) ‘ . 
‘ \ ’ ‘ 
) S¢ i 
} , , 
Its Adaptability 
cy at \ te I { : ‘ 
\ e 20es i new p ew o M he « ; 
t , " } . 
—_ ' , ised I t . cy { ; i f 1? ” 
< e< ‘ 1 
mew i i week al “) of. , 
att VT ] ty ly < 14 
i I I i Iii i 7 , , ; f «4 , ‘ te . , p , 
i matte a systen i\ itural w { 
giit ‘ exible xample ; 
' nr ] . 1 . 
mu = ’ eS l ct iter . ‘ n ' ius . ty , ‘ 
rms for irious letters As he becomes more ‘ j 9 
4 ait | , 
i I rt lan lar wit t phrase ory i the 
11 abbreviate th will Vics eanee 
siness A abbreviate e words by w 
; . How to Practice 
, a 
9 < st jart 1s ni Will bh 
eve ved without conscious ettort an extreme Like the mester w | vrite a te 
briet style of writing, admirably adapted t rut ce rea , ‘ , he 
+ | + «} hy ‘ r Iy } 
© specia eds e business and perfect! ause she " eve " 
evitble t in ( ar? il \ if cde hye ¢ requ ‘ ; lL 
| : the greatest merit ot the Abbreviat t he ar letter pertect m tin t vor 
| 
UPN br Ipie ts ready Miaptability t anv line the Manual nd themselves tter!] 
vor und to the capabilities of the individ they meet the same words i different ord 
| ’ ’ Heed ‘ -_ Rie , 
ial. Naturally, the well-educated stenograplhe | ent al SUC ccurrence 
I prev i ] 
| | 1 » | ‘ 
with an extensive vocabulary will be best able xperience. rm the habit f rving 
J } ‘ ‘ 
to give the Abbreviating Principle its broadest practice, down, up, across th mi ilwa) 
appli ation | suc a stenographer its power na different sequence wit each repetitior 
s simply mexhaustible But evel the young thre list Ay ; break the . . h center 
stenographer can use it safely, and adapt it to practice on the same t Make » 
ae 19 ; 
s requirements if he has thoroughly mastered wn if vou have none at ‘ 
ts application to the ordinary words in general s so much available vou will not ha 
use, such as given in the Manual lessons. Ca to “make-up erw oftes 
, , , 
esitatingly dash off each word in the , , 
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Principal Cities of the United States 


(75,000 population or over) 


t 
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: 
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Principal Cities Outside United States 


(Italics indicate foreign spelling ; * indicates former name 
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t I 2 USSR 
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w try your speed at writing the following 
rds, which are given in alphabetical order 
Write them one after the other across your 
practice pad till you have completed all 15 
groups Check back with our Dictionary 
e textbook to see whether vou have writte! 
the words correctly. Then transcribe your notes 
ind check them back with the original list 
ere. By repeating this process a few times 
will be able to determine which forms are 
ving you trouble either in writing or in read 
ng. Concentrated practice on these outlines 
sill then give you an assured command ot 


these torms 
{ Helpful List 


] Abandon, abbreviate, absent, absolute, ac 
ustom, accomplish, alphabet, ambassador, ani 
mal, anonymous, appetite 

2. Appreciate, April, arbitrary, arrive, as 
ociation, astronomy, attitude, attribute, Au 
gust, anxious, balance, became 
3. Brilliant, calculate, cancel, capable, cata 
logue, Catholic, celebrate, certificate, children, 
citizen 

4. Collateral cooperate, cordial cosmopolt- 
tan, curious, custom, December. decide. degree. 
deliberate, demonstrate 
5. Derive. delinquent, deposit, desperate, 
diligence, discount, doctrine, doubt, eloquent, 
emancipate 

6. Eminent, England, Episcopal, essential 
establish, evaporate, excuse, familiar, Febri 
ary, financial, frequent 

7. General, geometry, gratitude, horizontal, 
illustrate, imagine, immediate, inaugurate, in 
nocent, involve 

8. January jurisdiction, jurisprudence, 
knowledge, language, legal, length, liberty, 
local, lova 

9. Magazine, malicious, material, matter, 
memorandum, military, miraculous, moderate, 
mortgage 

10. Navigate, necessary, neglect, negotiate 
novel, number, numerous, observe, obvious, 
October, opportunity, original 

11. Pamphlet, peculiar, perceptible, perma 
ent, pernicious, perpendicular, philosophy, 
pleasant, pleasure, plenipotentiary, policy 

12. Poor, popular, poverty, power, prefer, 
prejudice, preliminary, prepare, preponderance, 
prerogative, Presbyterian 

13. Preside, prevail, private, privilege, prom 
inent, rapid, rather, relinquish, remember, re 


monstrate, Rev. (Reverend ) 


14. Ridiculous, sacrifice, scrupulous, separate, 


September, signature, silver, similar, simultan 


cous, singular, socta 


1 


15. Splendid, struggle, suffer, synonymous 
testimomial, tranquil, t 


union, vulgar 


ravel, trifle, unanimous, 


WV « lave stressed ere the simple applica 


ions oO! \bbreviati A ‘ ire too oft 
slighted by the learne lavor of the prenxe 
and sulhxes and i iunalogical abbreviations 
vt the more advanced less 

And let us urge to practice along wit 
all these words as many t their derivatives 
is you can think oft—plurals, past tenses, nega 
ves, and comparatives 1 superlatives of a 
rectives These id 1! reas t words more 
your working vocab nateria crea 

g your speed a d i taking it 


| days t ve the months the 
eal ind states, | ces nd countries ta 


ng Princip! 
And so do many of the cities. An analysis 


the accompanying lists of the most important 
ities of the United States and of the World t 
see just how the forms are devised, will hel 
stamp the forms permanently on your short 


hand memory 


Complete Yourself! 


a new suit trom a tailor, and 1f you tound that 


the buttons had t be sewn oO! r if ther 
were no pockets in the trousers, you would 
he amazed that suc in incomplete suit had 
been sent out And vould never go t 
that tailor again 

Yet people wi iré 1s is 1 mple ¢ is 
that suit go about ¢« day asking tf 
positions 

Often, when a young mal! mes t ne ask 


ing if I can find him a position, | am con 
pelled to tell him You must complete 
yourself.” 

lo be fit for amy position a man requires a 


certain amount of knowledge or skill 








lf he does not possess tf s kn w iledge if 
skill he sh nuld revat 1 hin sel { as Ce mplet« 

Selt-development—that the first thing tor 
every young pers 

No man is, ot irse, ever 100 per cent 
complete, but everyone should first make hin 
self nt tor the job t at e asks tor 

One of the main reasons why most men slow 
down at 3) and lose the best opportunities of 
their lives is that the stopped gathering 
knowledge 

As long as we live ve should be on tne 
quest for new facts and ideas. Life is short 
ind we should never stop learning 

kvery day of our live ye meet a man or a 
woman who can teacl s something. Every 
conversation ts a little opportunity E ficies 


Vaaazine, London, England 
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At the Sign of the 


INFORMATION DESK 








Send your questions to Information 
Desk, The Grecc Warrer, 270 Madison 
Avenue, New York, N. Y. Answers 
not published here, because of length 
or limited interest, are mailed. 














That “Attention” Line 


Should the attention line be shown in the lower 
left-hand corner of the envelope? If it is correct and 
permissible, may one write “Att. Mr. Smith" or 
should it be Attention Mr. C. W. Smith’ ?—E. R 


There seems to be 1 hard and fast rule 
concerning the preferred position of the “At 
tention” line on an envelope In general, how 
ever, a better appearance is secured by placing 
t in the lower left-hand corner, as you suggest, 


although some writers treat it as the first line 


f the address proper It is pre terable to spell 
out the word “Attention” and to include the 
] 


addressee’s initials 


“Since” to Begin With 


One of our executives maintains that a sentence be- 
dinning with « ‘“‘since’’ clause is a poor sentence and 
should always be avoided What is your opinion? Is 
there a rule to cover this case ?—/. 


[The word “since” is sometimes mistakenly 
substituted for “while.” Properly used, we 


can see no reason why it should not begin a 


sentence. Your chief may have found some 
nstance that does not cur to us where the 
meaning of the word might be sputed, but 
without an illustration of the kind of clause 
that he taboos it is not easy to give a definite 
ruling on the matter 

Were you to say to someon Since vou 
were here I sold my car,” we should say that 
this was entirely correct, meaning after he 
left you you sold your car If the statement 
is to convey the fact that because of his pres 


ence your car is no longer needed, the natural 


phrasing would be, “Since you are here (or 

are going to be here), | am selln (or have 
sold) my cat 

Or | you Sa We ive ‘ by tral 

since Fred took the au e presence of the 

— ' , 1 

comma heips make t clear tna ecause 18 tie 


meaning lo express the 


345 
struct 4 4 We / ; to zg 
train since omma ) ed took the aut 
And the m« ining is the same it verte 
rm is used Since (after) lred wok the 
iuto we have had to go by trai r “Since 
because) Fred took the auto we save to g 


by tram 


In “Informal” Letters 


In the informal letter having the address in the 
lower left portion of the sheet, where are the notation 
of enclosures and the postscript to be placed—above 
or below the address? «. &. S 


This style { arrangement is used in only 
two types of correspondence 1) official gov- 
ee +p 

| 


ernmental correspondence ind (< persona 
ial letters 
The first of these types ol letters often cor 
tains enclosures. Notations concerning the di 
tator and enclosures should be typed above the 
address. as those notations are a part rf the 
letter proper 


It is customary 


Recommendations 


Just how does « stenographer approach. or just how 
does she ask her employer to give her a letter of recom- 
mendation, if she thinks she deserves one? Does she 
suggest any particular things he might say?—V. D 


To whom it may concern” letters are sel 
dom requested or used Such a recommenda 
tion is too general to be of much value to a 
stranger from whom employment or a favor ts 
sought However t true nm cases 
where emp! gives e a letter of intro 
duction to some other business man in need 

f such service as the sten wraphetr is able t 
render In that case, it is understood that the 
stenographer is leaving the employment of the 


company and that the employer is glad to help 


in finding another posi 

When a letter of recommendation is ad 
dressed t a parts ilar individual, it does have 
me value but in most instances, the pros 


ive employer likes t telephi e those whe 


pect 

ire familiar with the applica t's work li 
that is not practicable, a confidential statement 
na letter is solicited 
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BUSINESS ENGLISH 





SINGULAR OR PLURAL? 


HOW YO 


Explained by E. LILLIAN HUTCHINSON 
Assistant Editor, The Gregg Publishing Company 


ee [ will take more than that wrinkl 

removing eam Madame Charm was 

broadcasting about la evening to take 
the lines out of your face if you don’t stop 
frowning like that,” said one stenographer to 
another who sat tensely humped over her 
notebook from which she was transcribing a 
letter 

“Well, I guess you'd frown too if you had to 
hgure out the cross-W rd puzzle I've got 
here,” was the snappish reply. “Listen! 

read ” 

‘*Each of the salesmen’ (is it has or have?) 
‘the opportunity of winning’ (should it be Ais 
or their?) ‘usual bonus this year. The com- 
pany’ (would you say is or are?) ‘renewing’ 
(their or tts?) annual offer. It hopes (or 
should it be the hope?) that no man will 
neglect (/is or their?) ‘opportunity One 
hundred dollars seems or seem?) ‘a fair 
prize, for this kind of contest’ (warrants or 
warrant?) ‘a suitable reward.’ ” 


Our sympathy to the harassed stenographer 

and a generous-sized jar of that wrinkle- 
remover! Of course she—as well as her dic- 
tator—had known for years that “a pronoun 
agrees with its antecedent in person, gender, 
and number” and that a “subject and its predi- 
cate agree in number’—but there are so many 


os ” ’ 
queer words 


Pronouns That Are Always Singular 


1 
| he 


to learn consists of pronouns that are 


easiest group of these “queer” words 
always 
singular—each, every, everybody, any, anybody, 
anyone, no one, nobody, one, either. neither 


think of 


me person or thing, 


Read each of these pronouns and 


its meaning. It refers to 
does it not 
Each 
Every report im 


No one ts to be 
Either is 


letter has its own heading 


udes a summary. 
forgotten. 
a suitable plan 


etc. 


of numbers 


Irom henceforth 4 


in remembering this 
“Kind of” 


Many day 


times a 


cated pec pl Say thie 
“those sort of books 
ol reports,” and “‘t k 
is not dithcult t inde 
sort are both singula 
rule to remember, ther 
“Kind of and s 
by the singular den 
following noun is sing 
use the sé r thos wit! 
Note The articl 
either kind of or sort 
Right: This kind 
Wrong This d 
“Many 
V/ ln" I s alw 


1 


noun this 1s il | 


othce lacks an addi 


CAN TELL 


and “Sort of” 


Ca even well ed 

e kind { reports 
tea $ “this kir 
ks But it 
ad ¢ if Th! and 
word This is. the 
re « ly preceded 
ative, whether the 


or p iral Never 
! , or sort of 
superfluous aft 
typewriter. 
i typewriter 
” 
a 
‘ ral , | , 
singula 


Many il 


Dollar and Cents, and Other Quantities 


Che 


sions as 


‘ , 
sSingu’var verp 


Five dollars ts t 

Ten cents ts the ad 

Twenty pounds is 
Carry 


At first thought the 
sound ungrammatica 
that a 
a quantity is tl 
logical 


sidered 


“= 
By the same reas 
are sil 
is nine 


Seven and fiz 


Pronouns That 


} 


Now 


turn to th 


I 


Rule 


r+ 
) 


fre 


} 


( xp S 
this cut 
pt { 
f viest weignt A ¢ 
rms May seen ana 
I vine it -.. - 
sum of! money r 
Sa t, the ri s 
multipl nd 
1! pies anda sun 
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‘ Di ceientl 
ire aiways piurfral, 


{ taking plural verbs—voth, 


. the ee 
eu many, fmers, S€vVerai, 


some 
ere again, it is only necessary to stop and 
always plural 


ik of the meanings 


Bot 1 were 


elected 


lew are chosen, though many are called 
(thers are in preparation 

ey ul Ss v” improvement 

Sone Satis! tory 

| this list does not give so much 


{re Sometimes Singular, Some- 
times Plural 


Pronouns That 


Son | 1 ins are fickle they change their 
umber a ng to their usage; namely, al 
more. ” nor suc 

Al “ it ends well 

All expects | to attend the meeting 

Mor ; me « this order 

M ( luded tha will be re juired 





ue r pial 
_ p! < 
N tive letter ve? S¢ led 
SO! v ma s irgue |! it since none 
sat tract } ne AW s singular, 
is 1, none should als be singular 
e mode t lency seems to be to use none 
more te i plural, using » ne when the 
sing st Dé emphas ed 
Ther t when using the five pronouns 
listed a e, stop and consider whether 
ngula ra p'ural meaning is intended 
“Some of” and “Part of” 
| express son 1 part of, while 
sua ~ lar, ma be sidered plural 
when ft mea g demands it 
l greater part e stock ts spoiled 
The greater part { the mac es are re 
} l¢ 
> t ( late 
> t \ k is excellent 
Fractions 
A f t may be either singula r plural 
a senter according to the meaning 
That why they call it ‘fractions,’” we can 
ilmost hear Gracie Allen say 
['wo-thirds of the quota has been met. 
['wo-thirds of the boxes are empty. 
iF ther words, if the noun following the of 
s singu se singular verb; if plural, a 
| u al ver! 


perplexing 
continue the 


’ ; 
piurais Li present 








HELPING 
MY EMPLOYER 


Every employer 
from his sten 
paid fer any 

lished here te 





welcomes 
erapher of 
short letter 
fing 
work 


helpiul suggestions 
secretary Si is 
accepted and pub- 
was put to 


how an idea 


successiully 











Red Letter Dates 


each day and many times have to refer back 
to my notes several weeks later. My employer 
will ask me about a letter written on an ap 
proximate date. | ler to find the date with 
out looking through a lot of notebooks, I put 
the date in red at the beginning t each day's 
work thus | in ilw d date itl 


know at ' pr n the 
‘ ] ; . 1 
lactory 1 ed S ‘ hye made 
| iré iire n ! te tf ( i in i e it 
thie p t S ¢ pa t Keep Cavy 
‘ 1 
s KS I ct ( make 
Smal ireg ment i ‘ all 
tney iret le ‘ ] K elere ce 
tt) \ ‘ t } ‘ t c ] 
I 
‘ i < I t \\ I Cal 
‘ . , , 
Cable \ > pin ~ a called 
' 
by this i \ l I re ‘ K, the 
1 | 
, ‘ thy ’ f ¢ the date 
f arr il. t me the proc the ames 
, 
t all product eng W te this | K In 
her | r ry r 
iiphahe i I car ele c and 
the quantit ‘ ‘ ve e entered ire 
ere 
s 
Cable 1230 ( le 1231 ( 1404 
~ President Gr I . | ( Jewca 


\ 5.000 Ibe O00 “ 
B 400 piculs 500 
61.890 Ibe 1,000 | ls 8.100 
My boss makes 1 more mplaint \ 
. } reter ¢ ; : Leas 
eCauUuse e « ele i | 1 \\ 
“cot « nte «if hy ‘ ‘ 
‘ expect prin | « 
pages i this piul, t ‘ ‘ 
. 











Istermen Honor Native Son 


FF you happened to be 


tuned in on 
Station WMCA from ten to ten-thirty Friday 
March 20, you heard just what took 
place at the moment pictured here and felt the 

i Doctor 
veautiful medal for his a 


lrama of the ccasion as Cregg was 


iwarded anot! I 


complishments as author-publisher-educator 


humanist. Mr. Stitt’s remarks were brief but 
moving, ending with this Citation, as he pre 
sented the medal 

Robert Gregg, in honoring you t 
it, the Ulster-lIrish Society honors itselif 
We add your name to those of Miss Amelia 
larhart, General Hugh S. Johnson, and Sena 
tor A. Harry Moore, eminent Ulsterites wh: 
have already rect ived our medal ‘For Notable 
Service to the Nation.’ That you are of Ulster 
birth is a source of special satisfaction to yout 
fellow members in the Ulster-Irish Society of 
New York. This medal, we know, will be as 
modestly prized as it has been magnificently 
earned.” 


The Acceptance 


No résume here could do 
Gregg's acceptance speec h, 
Mac- 
Gregor clan, and the story of how he came to 
came ot tt We 


Doctor 
with its intriguing reminiscences of the 


justice to 


study shorthand and what 
wish you could have heard it all as we did 


who were privileged to be present ! 





Tue Grece Wrarrer. 
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KEWwWs 
4 es 


Dr. Gregg 
his latest 
Ulster-lrish Society's 
Notable Service” 
medal presented by 
Edward W. Stitt, IJr.. 
Chairman of the His. 
tory and Records 
Committee 


recetving 
honor the 


$5,000 in Postage 


lend checks rg rporations 
1 ] , “= 

probably suc receipt, W e weicome and 
enjoyable, does t eem | you particu 


4 ) mpres i vever, you 
should happen t e on the sending 
ther than t ( result w 
€ a contrar en 
Ownership (y i lectric ( l 
pany, for insta umong 185,744 
stockholders I na ire represented 
by i single d Striput l lend checks 
he company stockholders 
It costs the compa $5,000 postage a 
and additional workers have to be employed 
b the Schenectady most ince t expedite tr 
matling. And for that postage bills mount 
t suc gures, (| e Sam genera comes 
ut the wrong sid e ledger after the ma 
lias been delivere does seem px ssible 


Audiphone in Court 


"We HAT was 


court room, it became evident to me, was a 


needed in the 


loudspeaker ot some sort tor the judge, and | 


cast about and found a device consisting of a 
small microphone about twice the size of a 
silver dollar, which I hung on a little hook out 
of sight on the side t the uige's desk There 
is attached to the microphone a flexible wire 
also out of sight, leading to a small batter 


placed in my coat pocket, and another short 
wire leading from the battery to a tiny rubhe 
tting attached to my eai 

West 
Audi 


models of it, witl 


‘This device is manufactured by the 
ern Electric Compa: ind is called an 
phone. There are several 
different degrees of v e amplification, and by 
experiment I found that the one with the low 


suited 


1 purpose re best 


est degree 
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WORD ~~ and 


oe ene, £3 FY- 


& \ ‘ : 
, ‘ " erw ‘ ere 
ron B mba t Nara ly A i 
, : ' 
skeptical jy i i W Can mS 
. way p Dec her V ews 
‘ ex rie Was 4 
' T here tne. terest vrap 
I ve pure ised the Aud ' : ' 
, +} it ? i ble 
| ind § e to se it nder prest ‘ 
‘ ~ t » ‘ 
litions. It makes the faintest utteranc: ' 
ie judge or the witness clearly iudible It 
" : ‘ . ‘ leis “ie a ht eh 
enables me ear conversa tween thi - | | 
He lravels, Too 
ore tine tness that ft Vvvers cannot 
é it all W 
is) 
So says Clyde H. Marshall, New York S 
¢ i Jet 
{ T | t¢ x \\ ‘ i> | 
. : > s¢ ( ‘ ‘ i i i 
e! me re t the dithculties that make the 
ite im 
" , 
siness of rt reporting well-nigh impos 
I v to that eff 
sible at times. We give you his words as the ‘ \ 
ag \\ I was hapy , Gi \ EI 
ippear in the fepruary ssuc I estern tle 
Vt : . ne . la lar I i at 
= snappy use organ, “Pick-Upe a cee es Ra 
. 
Sif ps j , ‘\ 
" ° pss 
Guests Invited to pley 
Josep r brother, Mortis D 
rp . ry ‘ 
lake the Speed Te A ke iets \ Presider 
C. J. Bris New York ( 
7 
} 
EY believe s ving ‘ ave time e | 
’ 
é “ ‘ il dow t Pac ate " H ! 
rnstit met eo that a @g xl many con ke a } i ‘ ca 
j | } ‘ 
~ s eri om Last 1 nth a ther } M ‘ \\ i \ M 
¢ st speed s rihand writing easant t rt ' 
Vas s iged tin » ] Secretarial \\ isat t R CK _s 
Pra ; th. © f Shorthand Re as take Morris ‘ . ' Thr 
porting cording t S ¢ 
( plimenta tebooks are issued to t sd execut net . 
‘ ‘ il | ‘ ed test the . ( y MV ’ 


] uo ¢ ollege prest- 
dents were fellou 
guests of Dr. 
Grege’s at Ulster 
Society banquet 

Dr. MacCracken of 
Vassar (extreme 
left) and Dr. Rob- 
inson, City College 
of New York (next 
the end at right, 
with Mrs. Gregg 

heside him) 
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THE POSITION 


WHAT IS TO BE DONE NEXT? 


Fourth of a Series by C. LOUISE GIBB, Secretary to Director of the 
Vocational Bureau, and BEATRICE H. RICHARDSON, Secretary 
to the President of Skidmore College 


ET us suppose that you have been selected 
from sixty-nine or more other applicants 
for the secretarial position for which you 

have just applied. Congratulations! 
If there is an interval between your appoint 
ment to the position and your actual first day 


in the office, there is one thing you can do 
in the way of definite preparation for it. The 
secretary whose place you are to take can 
give you invaluable information and pointers 
Interview her, if possible, and spend a few 
days on the job with her. On the other hand, 
you may be starting a brand-new job. In 


either case, study up on it in advance. If your 
position is with an educational institution, for 
instance, read its catalog from cover to cover 
and find out all you can about the institution, 
its traditions, and customs 

No matter how well-informed you may feel, 
cultivate a humility in your first 
days (or will it be daze?) in the office. Feel 
your way, don't take too much responsibility at 
first, and be open to suggestions from others 
on the job who have been there long enough 
the 


becoming 


to “know ropes.” 


A Typical Day—With Variations 


Let's take a typical day in the office—with 
variations. FT irst of all, you arrive on time, 
or a little ahead of time. Straighten up your 
chief's ofice—arrange his windows so that the 
ventilation is (this that 
you know your chief, his whims and his ever- 
present fancies!), sharpen his pencils, fill his 
inkwell, and perform all little niceties 
which smooth his path through a busy day. 
Take care of the morning mail. Here again 
you'll have to know your boss’ whims. Some 
men like the fun of taking letters out of the 
envelopes themselves and all you may have to 
slit them; others want their mail 
Learn to recognize personal mail and 
If you sort the 
those for 


correct presupposes 


those 


do is to 
sorted. 

always leave that unopened. 
important letters 


mail, place and 


immediate attention on top and see that corre- 


spondence for other departments is sent to the 
proper ofhces. If you can (that is, if your 
chief is agreeable), keep out the mail which 
urself 


you Can answer y¢ 


Enter the Chief! 


make 


sorted. 


not 
mail is 


does 


in luck if the chief 


the 


You're 


his appearance until after 


When he 


may 


arrives give him any messages 
me in, and remind 


Dictation usually fol 


which have c him 
ot the 
lows shortly after he has 
mail. Your notebook is ready, your pen is 


full of ink (or your pencils are sharpened, if 


day's calendar 
read the morning's 


you preter to take notes in pencil), and you 
Sit quietly during the 
alert attitude. Your 
jingle his money in his 


are poised for flight 

and keep an 
boss can pace the floor, 
pocket and gaze out of the window if he wants 
It he drops his voice and 


lictation 


to, but you sit still 
mumbles, don’t be afraid to say, “I beg your 
pardon—lI didn’t get that.” Any interruptions 
(the telephone bell always rings) should be 
followed by an immediate reading back of the 
last sentence dictated without being asked. 
Keep in mind the content of the 
letter, and if recent circumstances with which 


general 


your chief is unacquainted should alter his 
remarks, give him that information. At the 
same time, if any suggestions which you 


may make, whether voluntary or asked for, are 
rejected, don’t allow that to upset you; some- 
time you may be able to supply just the word 
which is to complete your chief's 
train of thought. that it is diff- 
cult for many men to keep their minds on the 
main thought of the letter and at the same 
time be accurate in all details. If this is the 
case, write what you know your chief means, 
not necessarily what he says. When the dic- 
tation of the letter is completed, be able to 


necessary 
Remember 


read it back (maybe once, twice, or even 
three times) without “losing your head.” 
Patiently make as many alterations as he 
wishes And, if, nm dictating, your chief pro 
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unces a word incorrectly, be sure that you they had su tra g. As for the women 
swallow your pride and repeat it as he dx execulives wW vere ! es, they 
tated it; you can spell it correctly, anyway! inamimously regard the shortha route to 
promot tin " esp nsil I quicker 


Getting Out the W ork results and more sat actory accomplishment 





Before you begin to transcribe your notes, 

see that your type is clean and the typewriter 7" , 
‘ . : 

ribbon in good ¢ ndition Always make a 4 12 ANSW ERS 


carbon copy of everything and make certa 








that everything is dated. If you flatter your 





1¢ + . ‘ tect } ‘ 
self that you have ar artistic sens there is To the questions on page 340 
pienty of scope tor its play in the appearanc¢ 
t the fimished letters Nicely placed letters l ( rm ! ‘ i irked the 
are a joy to the recipients The “Perfect beginning of a tea g cares ter formal 
Secretary” does not have to erase, but ordinary graduation from an educat titution, for 
mortals find erasures almost inevitable, s which reason the exercises wert named 
learn to make them neatly. “Strikeovers” ar« 2. The answer to t juestion depends 
t permissible It is quite possible that a t definit { the word “educatior Less 
letter will have to be removed from the than 6 per cent of the inhabitants of the 
machine when you are in the midst of typing it, United States c gh school graduates and 
but don't allow that to upset you; it happens less tha per cent llege graduates 
in the best of ofthces \ litth practice will 3 Rhod s § lars ps were tablished by 
able you to reinsert it in positior the will of | Cecil Rhodes, of South Africa, 
Place letters ready for your chief's signa who died in 1902. Only men are eligibk 
ire face dow mn your desk; in fact, all 4. The diary of Samuel P rst pub 
mfhdential material should be turned face lished in 6 lume Is twenty-two years 
dow! When your chief reads the completed after its author's at! vas written entirely 
letters, he may decide to make extensive in shorthand 
changes—-and those at the end of the day! 5. The best obtainable medical tormatior 
Here’s a test of your disposition! Make them is to the effect that whereas practice will pr 
cheerfully, and above all, don’t show any mote ambidexterity, it will ne ike it wholly 
irritation you may feel. uniform in a single individual 
6. Maine, because of innumerable indentions, 
SUGGESTED READINGS is a coast line of 3000 miles 
(NAL) SECRETARIAL DUTIES AN Traits I 7. Forty trie Vy provide s torn 
uM arters Isadore B. Whitley. Willian uewernan we 1 elief. Seve 
Wilkins, Baltimore, 1924 (especially 4 sets dil Che etateis Sane ebbindin Gens iia 


rue ann Her Jos. By Esther E. Brook 
D. A ( New York il is said r ean ¢ ’ 
Joes For ( By Haze j Cades Harcourt with but a single language Palestine has 
B ‘ any, New York three official languages, in which all public 
innouncements must appear. They are [-nglis! 


. ™ lebrew., and Arabi 
Women Executives and 9. F. J. Haskin is authority for the state 


Pheir Women Secretaries ment that e than 10.0 diamonds hav 
been found in Arkansas 





es oo 10. It is not egal to misdate a bank check 

who made it difhcult for their secretaries as but banks will not accept checks after certau 
there might be women who would do s lapses of time succeeding their dates and n 
On the whole, the secretaries were inclined t bank will make payment on a check prior t 
believe that women executives, especially those its date 
who themselves rose from the ranks, are a shade 11. Your friend probably found his 
more considerate than men, because they know formation” in one of the humorous periodicals 
exactly how a subordinate feels. Each and It may have been inspired by the circumstance 
every one of these secretaries urges the begin that the first issue of the 1909 Lincoln one-cent 
ner not to feel afraid or timid about working piece bore the initials of its designer, Victor D 
for a woman, as there is no generalization Brenner (V.D.B.) They did not app 

m behavior and by refusing such a job on subsequent issues of the same ¢ 
might be passing up an excellent opportunity 12. Legal tender currency which by force 

Those women executives without steno of law is worth its face value and which for 
graphic training lauded it as an excellent way that reason creditors must accept when it 


to learn a business, and expressed regret that fiered to ther 








A FINAL DASH 
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ART AND CREDENTIALS 





OVER THE GOAL LINE 


AT THE FINISH 


Coached by FLORENCE ELAINE ULRICH 


Conductor, Art and Credentials Department 


66 Y alike; by 


Ww ide 


nature men are nearly 


practice they get to be 
Phe truth of this 
varying degrees of skill 
ittained by students who, a comparatively few 
started the study of shorthand 


a common level of knowl 


apart 


statement is clear 


when we observe the 


months ago, 


and typewriting at 


edge. Some are worrying along, struggling 


to “get down” the dictation at a moderate 


speed, and transcribing the results with in 


creasing apprehension and hesitancy as they 
endeavor to decipher poorly written characters 
and make frantic appeals to Memory to come 
to their aid beautiful 
notes with ease and rapidity at 120, 140, even 


at 100 words with 


Others are writing 
a minute, and transcribing 
and calm efthciency shorthand 
ind typewriting skill and alert 
No need to predict which of them will be 


securing the 
' 


the confidence 
prac tice Pive 


+} 


he more successful in coveted 


position and making good in it 
They Brought Us Their Troubles 


Recently two stenographers came to see us 


They were out of work and were anxious to 
see whether or not they were losing their 
shorthand skill. As soon as they removed from 
their bags stubby little pencils, poorly 


sharpened and about two inches in length, we 
Having a good 
memory, and some experience, they read back 
accurately, but they 


knew they were in for trouble. 


immediately and 
confessed to the nervous tension under which 
they had done their work in the business office 
to get it out before they 


fairly 


‘forgot” what had 
been dictated 
“I suppose I ought to write more legibly 
I was the best in my class, but I guess it was 
Why didn’t the 


isn't enough to 


due to a good 


teacher explain that memory 


memory. 


rely on in the business office? And why 
weren't we taught the importance of using 
proper ‘tools’?” the one young lady asked 


ilmost belligerently. She had lost her job—a 


Certificate of Attainment 


5 Lad A ia 
baving successfully passed all the tests prescrnbed by THE Cae orree 


GEOR THAND TES TYPE WRIT, TEST 


Onder of Gregg Aram Onder of Arta T geet, fence 
(Completes Theory der of Area T quam Somer 
Saaty Wand \peed Comqetes T pee, Therty Word Speed 
Eaghey W ond Spend Swmpenene T put, Forty Word Speed 


Owe Hamdred Word Spead (Competes T pn Fifty Word Spend 








aad having been 7 ded by the schoo! teculty « hereby awarded thus 
he Arles ays 
. a) 
PIS ew a ae A 
ia 
good one because i iwvyers hice t Was 
frequently necessary to do many things be 
tween the time she took dictation and trai 
scribed it. And the transcripts had to be 


absolutely perfect ! 
She left our office an h 
shorthand outlines 


ir later, with some 
taken in a pen 
manship lesson tucked under her arm, a suppl) 
of backnumbers of the 


tion to her credit, and a vow 


pages ol 


magazine, a subscrip 


that she would 


spend the next month getting ready for the 
job she expected to secure. “But before | 
apply for another job, I shall have read and 


written every pag { shorthand in these 


books, applied for every award you offer—and 
I will be writing shorthand that any stenog 


rapher can read!" 
Make a Like Resolve 


rhe pity of it ts that when the stenographer 


is actually out in the employment market, it 


is somewhat late to start correcting faults that 
should have been detected and corrected dur 
! Too often 


ing the first few months of school 


students do not appreciate the need for a good 


writing style when they should be developing 
proper writing habits I 
only in the light of painful experience! 


} 


Chey can see the need 
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If, therefore, we seem to insist unduly that us now. If it qualities for the Certificate y 

1 qualify for the certificates in shorthand need not wort You can continue to build 
writing style, transcription speed, typewriting speed thr ug! practice li it does not quality 
v ie and speed pl ise ! VY that t 1s 1 had bett t rselt ery ea estiy t 
terest we ive it Me WW ¢ ive had tiie task I ! t £ ( peor 
experience of knowing that the skill thes leave si | 
av ards represent and the practice entailed i! This ils } d lor typewriting stv le and 
jualifying for them ts absolutely necessary t accuracy here is no mistaking the fact that 

ur ultimate success as a stenographer. Ili the appearance of the transcript makes th 
you think your teacher is a bit hard on you first tavorable impression upon t busines 
sometimes when she insists upon absolut mat lf it reflects a real knowledge of the 
accuracy in shorthand writing and transcrip- machine, attention to details, nice even touc! 
tion, know that she is giving you the best and well-balanced margins—he'll pick it up the 
p ssible training for the ities second time t admire t we venture ' The 

©. A. T. Tests will determine r sk 
dre You Worth Hiring? that dire 

You cannot get by in the ofhce with a The Difference 
“passing percentage of errors”! You cat 
either take dictation and transcribe it, or Yo sabe the threshold t your ster 
cannot That is the way the business mar grapl are How well you deport yourse 
looks at it And he isn’t going over yout nee pass through the door, may depend 
transcript to count the number of errors and upon these last few weeks application to the 
the probable value of each one! Either your evelopn stenog raphic I the 
letter or transcript is usable, or it isn't | lassroon 

ne error may determine his decision! t is] that makes the difference 


Those of you who are graduating this year 


should make a very determined eftort t 


qualify for all of the awards that will rate Bigger and Better Budgets 





you a good stenographer, or better than tl 
average. Secure the 100-word Certificate o1 No . , 
‘ ¢ ire not g ng ( 
the five-minute dictation test with the /eas talk « os \\ 
7 T nF , e are just giving you our 
ssible number of errors. The ability to take EP ae eas : , 
: - at acCtit Za 1 ‘ WOTK Y ul are send 
1 short letter or two at 100 words a minut thi \ : 
is t S yvca ul seem tf « mw Vv 
does not make you a good 100-word student lye 
scives a i £ < ‘ 
it frequently means you are only a good S) ! 
: \ ues Nake i I i ex 
word student You need the endurance of Lag . 
— — ’ 100 Smsste fon ven Wwe Keep opt , 
writing shorthand at it words a minute New % Cr , 
. VeV K eat larters ive da 
five minutes at least! Transcribe that dict a a 1 
; sit £ " ve ire especially aressec 
tion in the least possible time, and with a it _ “ 
ip and b g io}! Tit iring the Nat 
minimum of errors on the first transcript ee 
: - ‘. il and e Taste ‘ mmercia lea ers \ 
Possibly you are writing 110 or 115 words , : ' 
. , ventions at (hristmas and at faster, whe we 
a minute. Good! Determine to qualify fo bundle r choicest exhibit , ( 
’ ° Wii ( s ¢ nts iY ny 
the 120-word Transcription Pin before you tun 2 
; I TF “ 1! ee 
leave schoo If you have developed ever That ; 4 
: : 7 lat esnt mea I ie most rective 
higher speeds, qualify for the medals at the : ' ; 
, ' , ’ specimens that reach us, either If w 
yet higher speeds. Remember, a stenographer played ; , 14 03 
pia OO c x WC S nad Ke ft \ 
with reporting speed has a much better oppor , f* ' Id 
: ; 1 ce ( er eYX wrors W aie get i 
tunity for the bigger job requiring real skil , , 
| for their use And we seem t ive no bette 
If your typewriting speed is only 40 words leasiie ten 68 , tel 
aed - CK ese pages room t ‘ you ab 
a minute, practice intensely to lift it to 50 ' 
~ . specimens e trene Dearborn s re« ind ere 
60, or 70 words. You can do it with earnest , ont 
; ' | Christmas mM presenting that Bea 
nr “Ti ] «? } ? ‘) s “ ‘ 
practice Study the instructions in your text Mion a oe ettrectinds Winstented Wie 
bank while at ’ ee , , ' 
00 while away from the machine—every , 
ols ‘ ; oer , folders from Albert A. Lab ind Elva M 
cen ( in « we otf thes DOOKS e Ss 
entence in me ese books embodie ees (he welts, of CC A tents aoe & 
20 1 Sener } ‘io we , + +) 
skill-deve ping dea—put them to w rk a ie Christmas de ratios that _ from Mis 
machine 
— Lottie M. Carson’s students at Ann Arb 
' , = - Senior H School, and the simple but re 
Let Us Take Your “Measure as i ee 8 O | 
t ess ¢ ( ve udyL 
Have you compared your shorthand notes lests m Beacom ‘ ge it took 83 Me 
with those of standard writers to find out how bership Certificates to Wilmington in Januar 
. ’ : } not | ' ' ] } 
well you are writing? If not, write the Why not drop and let us show )y me 
. ° : . ; } bys vet r ' no 
O. G. A. Membership Test and submit it t he fine b nidae ve are rece ‘ 








Shorthand Style and 


WONDER how many of you shorthand 
writers are taking the fullest advantage 

of these penmanship studies in developing 
eed in writing, as well as fluency and accu- 
acy? It isn’t enough that you should learn to 
write correctly at a slow pace in shorthand; 


1u must quicken the pace until you are writ- 
g every outline with “lightning” speed 
When you have acquired the habit of doing 
it, and as you gradually eliminate the waste 
motion between outlines, your dictation speed 


Ww ll be increased 


SHORTHAND SKILL is built substan- 
tially upon two things: Writing individual 
outlines with a “lightning-flash” movement 
ind moving directly to the position where the 
next outline is to begin; and building up a 

hand vocabulary which will enable your 
mind to “flash” the correct outline instantly 
the word is spoken. If, in addition, you have 
developed a good shorthand writing style—if 
your notes show a skillful “get-away” stroke 
at the end of characters, correct proportion 
and spacing, good formation of curves, and 
proper handling of circle joinings and hook 
vowels—you can make a good start toward 
realizing your ambition to become a reporter 

r expert speed stenographer even while 
studying the regular course in school, The 
right kind of practice, and plenty of it, does it 

The correct handling of this month’s pen- 
manship lesson depends upon the speed and 
fluency with which you write the outlines. 


REVERSE CURVES. We are all familiar 
with the first exercise, which in longhand 
gives the first stroke of the longhand capital 
letters /*, 7 and L, but which is also before in 
shorthand. Written half the length it becomes 
pf. Follow with the exercise containing the 
circle between the reversed curves. Turn the 

rcle close to the back of the first curve, and 
watch the formation and slant of vw and f. 

The exercises in the second drill are on the 
reversed curves faced left. Pay attention to 
the formation as well as slant, and fit the circle 
up close to the back of the first curve. 

Our Facility Drill, or “sprint exercise,” is 
on a familiar combination to allow the neces- 
sary speed, and to permit a relaxing of the 
muscles before proceeding with the next 


exercise 


THAT LITTLE S. Bear in mind when 
practicing this next exercise that the s-curve 
is very, very short The s-curves are written 








Tue Grece Waiter, April, 1936 


By FLORENCE 





























Tue Greece Warrer, April, 1936 355 


Speed Studies, No. 3 


ELAINE ULRICH 


exactly Ke their mu gg I I , 2 
P Pp in tormation and slant. Pr c 
OOO“ ID? syllable, and write it without a | ptibl 
pause between the strokes Swiitly, please! 


When the ircle vowel comes betwee t coe 


not change the slant or format 1 is level 
as much speed and fluency on this exercis« 
you can before passing nt I I t mM 


tions ° They certainly develo lit T 
complet: master ot these petit iractet! 
increases your writing spe 1 mat i \\ 
are ot the { n that the tu iracter 
our system, the small rcle, the ss, et are 
wondertu! control dey e™ If 1] oe teen 
racing along wit i rapid speaker t 
writing has gotten a littl t of ! \ 
an increasing temptation t mak t 

acters larger and irgct putt 

in the track pul ip the 1 { t t 
curve and I ive t vrit 


under contr 


KEEP THE MOTION Aga the circle 


| ming het ne eas : oat 
vowel con go between s and a ‘ \ra 
does mot < ing the torn iti Deve 
much speed and accuracy mn the Pr. 
s blends. After you have writt 
ver ct 2 mack t the ST 
that seem to need the most practice and work 
at them as often as you cat lit . rw 
ng practice an wit < rep , 
wall ] 
drill try t i@creasc thre writing time 


ANALYZE YOUR NOTES. 1 wh | 


experience w¢ ive observed that mproven 
in writing style depends almost entirely up 
, 

the care and attention with w ‘ the prac 


work IS analyzed } ur st e tel s I pers 

as it 18 established lf you idopt al rrect 
form at the start you tend t ntinue writing 
in the same way. Our Analytical Studies wil 
help imprint the proper joinings in y r mind 


and with proper forms in mind nt | pra 


tice will improve your execut f then 
Analyze the itlines—individual troke 
even—and when they do not niorm to the 
proper standard, practice that particular stroke 
or torm until y master it. Continue work 


in this way and your notes w - & shen 
improvement it sr shorthand v 





power to you 
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April Test Material 


[Ali clubs of test papers should be accompanied 


and imsure accuracy in making 


Instructions for Writing 
the O. G. A. Test 


These tests are to determine your ability te write 
shorthand smoothly, fluently, and accurately. Any 
beginning student who is able to make a creditable 
copy of the Junior Test (page 359) may submit it 
‘for the Progress Pin. The test below, for the 
0. G. A. Membership Certificate, can be written by 
any one who has completed the Eighth Chapter of 


the Manzaal. 
Practice the tests as often as you like, comparing 


your notes with the printed plates until you have 
produced a copy in your best writing style. Ask 
your teacher to criticize your writing as you prac- 
tice. Observe proportion in lengths, correct size of 
circles, good formation of curves, and fluency of 


execution. 


Beginners in business often would give thei 
best new suit or frock if they had given more 
attention to the proper use of grammar whil 
n school. Sometimes employers put beginners 
to the test to see whether they know the dit- 
ference between a comma and a dash, or a verb 
from some other part of speech. 

Correct use of words in all phases is impor 
tant in your training for a business career. 
Don't become fooled on that score. If you 
know how to spell words correctly, and their 
proper use in a you need not have 
much fear in writing letters. Knowledge of the 
use of words may mean the difference between 
in the first job 


sentence, 


success and failure 


Junior O. A. T. Test 


Type the following in letter form, in your best 
style, for the Junior test this month. To secure the 
Certificate you must make a perfect copy, without 
errors or strikeovers. Good ribbon, clean type, even 
margins, and even touch will improve the appear- 
ance of your paper, and might even enable you to 
produce a copy worthy of Honorable Mention and 
the gold emblem pin in addition to the Certificate. 


James Blank, Inc., Lettersmiths (telephone 
number should be supplied) Complete Direct 
Mail Advertising Service (supply street num 
her and city and state and a three-line address). 
Dear (name): Gone—like musicians before the 
movietone! Those messy monstrosities—the so- 
called “circular” letter that used to litter up 
the mails. L’le orphans nobody wanted. To- 
day, we produce—Multigraphed letters of a 
newer neatness. Regular beauties for dress 
[he letters you send out are truly representa 
tive of your organization. You want nothing 
but the best. Each letter looking as if it were 


the prize product of your most efficient stenog- 
rapher. 
Multigraphing ? 
Signature 


we did that kind of 
Cordially yours, 
the siqnature in 


Maybe you knew 
Did you? 


and—lower left 


out certificates. March 
unt May 25 


a typewritten inst f mame rpedue , Rip 
copy ts good as membership tests 
25, 1936.] 
type, the stenographer's initials—your own 
and the date to complete the letter properly.) 


| The original letter was set up in seven para 
graphs, block style. You may find it effective, 


00.—Ed. | 


; 


Senior O. A. T. Test 


This test is for the advanced typing students who 
already hold the Junior 0. T. Certificate and 
have passed the Competent Typist Speed Test at 40 
words a minute. Parts I and II (page 358) should 
be attractively arranged on separate sheets of paper 
(one sheet each), single-spaced between lines and 
double-spaced between paragraphs, since this will 
enable you to make a better arrangement. Para- 
graph the matter correctly and supply any missing 
capitalization or punctuation. 


Part | 
Every business man breaks his heart sooner 
or later. Now, in sending you this letter, | am 
breaking the hearts of all four of the dire 
tors of this Club. Yet I implore you to take 
advantage of their anguish! For I write to 
offer you a beautiful book for nothing. I even 
give you a choice, of one of the six books 
mentioned in the attached list. The editions of 
these books were all published in our Fourth 
Some of the members did not pick up 


series 
their copies, either because they had died or 
met up with the sheriff. We have on our 


shelves seventy-one copies of these books. Now 
this number seems to us a remarkable coinci- 
dence. For we are just now issuing the first 
book in our Fifth Series, and the membership 
falls short of completeness by seventy-one' 
We have decided to give away the seventy-one 
books in order to secure seventy-one new 
members. Of the fifteen hundred members of 
the Club, more than thirteen hundred have 
renewed their memberships. This is a phe 
nomenal and flattering record and proves how 
anxious intelligent people are to continue re 
ceiving our books once they learn what bar 
gains these are. Most of the vacancies have 
been filled, seventy-one have not. By giving 
away this number of books costing $10 each, 
we mean to fill up the remaining vacancies. It 
breaks our hearts to do it, but we hope the 
lavish gesture will prove worth while. If yor 
like the book you can keep it without paying a 
cent for it. by subscribing for the books to 
come in the Fifth Series. 

The books we are giving away will go to the 
first seventy-one who apply for them. I sue 
gest that vou write for yours immediately. It's 
a remarkable offer! Cordially yours, (Suppl 
signature and remember the identification mi 
tials in the lower left corner and the accompany 
mag “Enc.”) 

( ontinued n pa 
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April Competent Typist Test 
Use double spacing in typing this test 

Have you a scrapbook of house plans, from which you 
are some day going to build your dream-house? Or a note- 108 
book full of recipes to try—a list of good books you intend 169 
to read—jottings and notes on the strange, glowing pro)- 225 
ects you are going to launch? Or perhaps a file of plots 282 
and characters which you are some day going to turn into 339 
beautiful stories? Very few of us do not have such records, 4 
either written or mental, of the many things we intend to 458 
do—some day. 174 

Some of you, keenly intelligent, who realize that, so 528 
far, these cherished plans have had a habit of not material- 587 
izing, will tell me that this dreaming is about the only thing 650 
that makes life worth living. Well, I am going to say 705 
something radical, something contrary to the respectable 
teachings of our popular writers. These plans and pro}- 
ects, which you love so dearly, will in all probability never 
be realized—because you do not have the grit nor the de- 935 
termination to do anything about them. Much of the time 992 
you spend in dreaming is wasted. You put the emphasis 1047 
of your attention upon dreaming, and mighty little of your 110 
energy upon doing. Briefly, your “some day” is itself a 1163 
dream, an alluring shadow created by the mind to escape 
the harsh reality of today. 1248 

In our newspapers and magazines we read articles by 1300) 
highly paid writers who cleverly use their technique to 
stress the fact that great men have always been great 1410 
dreamers. Of course they have. All of us are great dream- 1468 
ers. The fallacy of these vicious articles is that they make 1530 
us believe that dreaming is the only requisite to success 158 
and greatness. We need no one to encourage us to dream. loo 
We do it naturally and without any advice from syndicate 1703 
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Strokes 

writers. What we do need, and cannot seem to find, is 1758 
iron in our souls, the vigor and the sand to make our 1812 
dreams come true. 1831 
Heed the advice of Marcus Aurelius, that grand old 1882 
Roman: “Be not deceived; for thou shalt never live to read 1941 
thy moral commentaries, nor the acts of the famous Ro- 1994 
mans and Grecians, nor those excerpts from several books; 2051 
—all of which thou hadst provided and laid up for thyself 2109 
against thine old age. Hasten therefore to an end, and, 2166 
giving over all vain hopes, help thyself in time, if thou 2224 
carest for thyself as thou oughtest to.” 2266 
Dream your dreams, by all means. Pay no attention to 2320 
your friends or acquaintances who regard your plans as 2375 
queer, and who tap their foreheads when you are not look- 2431 
ing. Cling to these loved dream plans; in them lies your 2489 
genius. But realize, also, the difference between the great 2550 
man and the mediocre man. I, the mediocre man, may 2002 
have dreams far more beautiful and significant than the 2658 
great man. But the great man makes his dreams come 2710 
true, while I am content with dreaming! 2752 
Let us not fool ourselves with the promise that we shall 2809 

at some future time leave the easy highway to climb the 2865 
steep, arduous trail of achievement. 2903 
Some day we shall do these things we love? No, not 2955 
some day. Today!—By William David Ball 2973 


Senior O. A. T. Test—Part HI 


(See page 356 for instructions.) 














Dated . .. The DeLuxe Book Club (address) 
Gentlemen: I request that you send me free 
one copy of either of the books I have checked 
below if I like it I understand that I can keep 
it provided I send you a signed subscription for 
the twelve books to come in your fifth series 
otherwise I agree to return the book to you at 
once in its original wrappings Signature... 
(dotted line to separate top and bottom of sheet) 
[] “Aesop’s Fables” (This book was designed 
by Bruce Rogers and printed in England. Most 
people claim it is the best book B. R. has ever 
made, and the finest book issued by the Club.) 
[] “The Pickwick Papers” (This book is in 
two big volumes, illustrated in color by John 


Austen and printed at Oxford. It is a com 
panion to the Club’s edition of “Vanity Fair,” 
the regular market price for a copy of which 
is $30.) — “The Divine Comedy” (A big book 
made by the Officina Bodoni in Italy, already 
selling at premium prices in the shops.) [J 
“Anna Karenina” (In two volumes, completely 
produced for our members in Soviet Russia, 
with wood-block illustrations in color.) [J] “Don 
Quixote” (This book was produced in Spain, 
two big volumes totalling 1,100 pages set by 
hand.) [1] “The Three Musketeers” (This is 
also in two volumes, produced in Holland and 
containing illustrations lavishly colored by 
hand. ) 





a 
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O. G. A. Club Prize Awards 


Compact Mary McKee, Senior His! Vivian Gingras, High 8 Silver Pin 
Scho Manstfie'd South Hadley Fa 
Ma husett Massachusett . 
‘ _ ! ne Wetzel. College of S 
Loretta Lambert, 8 Franci Arthur Struck. Union Hiet Lorene Nie Higt rag edict, St. Josept 
Academy Joliet Iilir School, Orange, California Sc hoc Lan California Minne ; 
Loretta May South Hi . : 
Schor Omaha Nebraska Dorothy Ri kan Liberty 
Martha B. Stewart, Woodbury High Scho Liberty, New 
College Los Angeles York 


California Junior O. G. A. Test “Rich School, Cortada. 


Hazel H. Armentrout, Beacom . 





College, Wilmington, ini New York 
Delaware See page 356 for instructions Georgette Marlor and Eleanor 
Millicent Goforth, Barnes Fite, Drexel Institute 
Commercial School P Philadelphia, Pennsylvania 
Denver, Colorado / Mary & var Arlington 
Marjorie Schwartz, Hich ( , a a ~ ’ hool, Poughkeepsie 
School, Albuquerque, rk 
New Mexico sgrove St Mary's 
Elizabeth Cadorin, Community iio Commercial Scho Hart 
High School, Stauntor ( 4 , . ” ford, Connect t 
Illinois Fanny Laak High School 
Ishpeming, Michiga 
, Marcene E. McCarter, Wood 
Pearl Pin . - ad bury College La Angele 
6 California 
Pearl Smith. Poly hnic Hit Shoji Kikuc St. Louls Col 
Schoo Long Beact é fe] lege, Hos Hawalil 
California . Cc > , Herman Weber, McBride High 
Bechool, St Ls Misso 


Anna Larkin, Haverford Towr w“ J H 
; ilbe t Ove Ui 
ship High School, Upper ; ~ rm I _ 
" SN hoo Sar , 
Darby Pennsylva : , ‘ 2 ° ~ , 














Shirley Brickson, High Scho oe nia 
Urbana, Illinois ‘ High 

Violet Beach, Technical Hij ) Rapid 
School, St. Cloud, Minnesota . « ¥ 

Edna Douglas, Actual Busine Sentor H 
College, Akron, Ohio yort, Eilte 

Helen Sitarski, High Scho a , } ’ ) Central Higt 
Linder New Jersey ‘ - ‘ . , ? Mi sso 

{ r 
Edna M. Lioyd, Beacom ( Woodbury 
lege. Wilmington, Delaware / Angele 
. { California 
. . - © ; Nickola Meyer and Jan 
Gold Pin tege Lower Merion Senior 
. High Scho Ardmore 

. > Pennsylvania 

. are Johnson. L . Beact . vs < . . R Derothy Sct r High Sel 
Secretarial College, Long wuenenn Gosh Dubie 

a ’ Irene Hale and Marie Dy 

Ruth Cennamor, Bushwick ) P - H Hict H 

ror : Schoc iv 
High School, Brooklyr 7 » 
. South Dakota 
New York 

. , Lester Wilso Fordson Higt 

Eleanor Dupuis, Township . ain Dearb Mick : 
High School, Evanston, ‘ . 

: . f > Genevieve Tourte 
Illinois 7 joa os be Rchox 

Betty Dennis, Lamoree Scho 

V . Calif ' Akron, Ohio 
entura alifornia > © 
Helen Brown, John Harris 

Edythe Varney, High Schoo ps , 2 » ‘ 4 Hich Scho Ha es 
Hempstead, New York ° , aaentenaiie 

eS = = Penr 2 - Thelma Sct tewolf. Hich 

igh School or 
~ - K ento om 
Pennsylvania A ” a4 t ( - 
~ . - “ Jear Jakohbow sk H ' 
Arline ; Stewart. High ‘ tral High Scho 
he : ridge 
School, Cambridg ” - ; Ruffalo. New York 
Maryland v7 P “ 

Madeline Goldamer, Hig? < " °o a 4 ” 
School, Huntington Park Bronze Pin 
California gY ) 
> “ ) taf , 

Emma Bartow. Union Hig! > } 4 Helen G afer H hi r 
School, Fortuna, California oa “ y ° Central High Scho 

Bette Lou Nier, Senior Hig Buffalo, New York 
School, Miami, Florida od Rosetta Esselman Montello 

Althea Zinkgraf, High Scho 2 4 . Coe) High School, Monte 
*lymouth, Wisconsin J > _— ¢ Ww wmnsir 

Marion Hintz, High Scho Dorothy Brown, Drexel Inst 
Jeffersor Wisconsir tute Philadelphia 

Vivian Becker, Union High Pennsylvania 
Schoo Grand Rapids, Lorraine Johnson, Senior Hig! Rose { ira, Heald Colles Maxine Moore Illinois Com 
Michigar Sc hoc Eau Claire Sa lose. California mercial College, Champaigr 

Claud B. Becker, High Schoo Wisconsir Helen Balint. Chaney Hiet Illinois 
Elizadethtowr Pennsylvania Yoshia Takeda, St. L : Scho Youngstow or Mary Mullen, The Mallir 

Elvy Matta, High School College, Honolulu, Hawa Angelina J. Cirle H krodt, Willmette, Illinois 
Monessen, Pennsylvania Neva Evans, Carbon County Scho Portland. Maine tite M. Daley, St. Mary 

Martha Mueller. Y. W. ¢ A High School, Red Lodge Jean Hatchmar High Scho High Schoo Lawrence 
Secretarial Schoo Buffal Montana Hammond. Ind 1 Massachusett 
New York Angeline Galassi Sacred Genevieve F Arer St Lillian Kupper. High Scho 

Arlene Bell, High School, Heart Commercial Higt Philomena School Dickinson, North Dakota 
Enumclaw Washingtor Se hoe Chicag Illinois Chicage Iilinols Henrietta Gerke. Conn 

Enid Kersten, Central Hich Ruth N High Scho« Margaret Kitts. Golce ‘ ville High School. Conne 
School, Superior, Wisconsir Mechanicsburg, Per yivania lege. Wilmington, Delaware ville. Pennsylvania 
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Floise Foley, St. Xavier 
Academy Providence 
Rhode Island 


Charles Ponsot, McBrid 
High Scho St. Lou 
Missouri 

Alzada Brammer, High Sel 
Weir, West Virginia 

June Back, Racine Vocations 
School, Racine, Wisconsir 

Josephine James, High Set 
Richmond, Maine 

Evelyn Rosenbaum, Howard 
School, Louisville, Kentuck 

Dona Marsha tarne 
School of Commer 
Denver, Colorado 


Ray Schroeder, The BE < 
Detroit, Michig 


Institute 

Grace Simmons, High Sch 
Scotia, New York 

Anne Shewezek and Nor 
Collins, Senior High Sct 
Freeport, Illir 

Eileen Prickett, John Greer 
High School Hoope stor 
Illinois 

Frances Huppert, Higt 
School, Guthrie Center, low 

Leona Price, High Scho 
I’ lattsmouth Nebraska 


Magel Bucher, Woodbury 
College Ho wood 
California 

Margaret McWeeny His 


Schoo Hur Soutl 
Dakota 

Lorraine Kraut, John Harri 
High Scho Harrisburg 
Pennsylvania 

Rosa Herb, Perry Shoo f 


Business, Waterbury 
Connecticut 
Buttor 
College, Mint 
Minnesota 
Violet Scott 


Humboldt 


eapol 


losept 


High Schoe 


Centralia. Washingtor 





Anna Conley and Frances 
Saunders, St. Xavier 
Academy Providence 
Rhode Island 

joanne Herzog, High Schox 
Altoona, Pennsylvania 

Irene Thorson, Barnes Sche 
of Commerce, Denver 
Colorado 

Olga Miloviet Roosevelt 
High School, Oak'and 
California 

May Dennis, Eastern Hig! 


School, Baltimore, Marylar 


Grayce Gondrezick, Central 
High Schoo La Crosse 
Wilaconsir 

Ruby Snodgrass, Stock 
Sandcoulee, Sand ( ee 
Montana 

Anna Rya St. Leo's Con 
mercial Philadelphia 
Pennsylvania 

Delores Klever Univers 


High School, West I 


Angeles, California 
Louise Hargis. High & 
Topeka, Kanens 
Mary Kathleen Fleming 
Sacred Heart Schoo 
Cheyenne Wells, Colorad 


boris Perkir Southeasterr 
Loulsiana 


Hammond, Louisiana 


College 


Teresa Mayerle, Annunciatic 





High School, Denver 
Colorado 

Ruth McAdams, G tr 
High School, Gaston 
Oregon 

Manda Gizdavich, High 
Schoo! Astoria, Oregor 

Mara Robertson, High Schu 
Balboa, Canal Zone 

Barbara Gear, Union Hig! 
School, Varlier, California 


Marjorie Vesta Point Ls 


R " High & 
Newtor Kansa 

Margaret Codrar Weaver 
High &hool Hartfor 
Connect 

Anita Bedoya, Union H 
Schoe Yuma Arizona 


Q. G. A. Membership 


High School, San Diege 
California 

Opal MeGee. High Scho 
Centerville lowa 

Helen Chambers, High Set 
The Dalles Oregor 

See page 3 
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Gladys Maedgen, High Schoo 
Ashland, Kansas 

Evelyn Bundy, Thomas Jeffer 
son High School, Council 
Bluffs, Towa 

Wintfred Sitler, High Schoo! 
Berwick Pennsylvania 
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Emil Kieln and Anna Ahert 
Kiverside High School 
Buffalo, New York 
I’hyllis Wainright, High 
School. Harlan, lowa 
Eunice Cable High Scho 


Bloomfield 


Connecticut 
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Albert Nir and Hermine 
Frosch, Libbey High Sc? 
Toled Ohio 

I le Penta, High Sch« 
Hawley, Pennsylvania 


nnie Lundholm 

Sc hoo W | ldwood 

Jersey 
Gladys 


School 


High 
New 


Holdimar High 
Belgrade, Monta 

Granville 
f New Hampshire j 
Durhar New Hampshire 

Margie Davi Star of the 
Sea Academy Long | 
Bram New 


Rett Sue Shield 


(jladys Universit 


Jersey 

Christine 
Bridge and Joe Dwyer, | 
rS. & 
T 


nkawa 


Junior 
Oklahoma 
High Sct 


College 


Carter 
Fostoria, Oh 
Arcikosky, St 


D> Kimba 
Boise, Idahe 
‘a t ‘ole riak = 
loseph = Schoc Ka Tawa ' 
Michigar 
\ inta Rute ! \ 
M a Acad Er 
' t ; ‘ 
M Seipe I 
Conception Sel Bronx 
New York : 
phine Ne Hasting 
‘ £ Hasting Nebra 
Gertrude Hotko, G. A. BR 
Mer a Higt x} 


Mildred Weinhber Hert 
Hoover High Set ~ 
Dies California 

Virginia Lee Ca Ser 
High Sb T a : 
Alabama 

Margare Ada Jot H 
High School, Clevelar 
oO 

o Haengeg High Scho 


H Sc hoc North Cam 
ige Massa set 
a e Head, High Schoo 


Rutland, Vermont 
Florence Heln High Sect 


r nv le Connerti ! 
Delta Giroux oO Lad f 
Ange Academy Sai 


Laurent, P. Q Canad 
ette Graf. Hich Se 


M 4 

‘ ne H y. Mw 
f oe ne Set 

‘ na o 

Hele Roman and For 
Magner, Warre Hardi 
H Schoo Bridget 
Connect t 

H Now s k al 
Sch Detroi Mi Z 

’ nia Reeb, & Teresa 
Acaden East 8 la 
Ltlinol 

> thy Moland. Towns! 
High Sel Samiw 
Illinois 

Kathleen Beeve Kdwa ! 
Searle High Schor 
Met! Massact t 
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THE SHORTHAND REPORTER 





WHAT SHALL I DO 
TO BECOME A REPORTER? 
HERE'S YOUR ANSWER 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


THNVYIS questi s being asked right now ro to a reputal 


* ' 
some shorthand reporter or teacher t you ca nut ’ n't 
} | | 7 | ‘ ‘ | 
and It 1s asked weekly, daily yg { i rthatr spec 
evel irly he necessity for such a que 
tion arises trom the peculiar nature . = The Speed Class 
reporting professio1 here is no high s« 
r college rse i eporting There are 1 i i ‘ 
mare ¢ ty } enter there 1s M 
I i wo ree § s e€ cou ' 
t | ) | 
t it tte a Dona fide yur se ep rt v und er] 
f lL; 
"1 , 
ese itura ire situate tie arger ce an 
| 
ters I opulat 1 There are many spec ° . 
| 
, | r ‘ 
classes throug t the <« mtry where uml ata 
‘ ] 
stanient< . technica ‘ emselves ie 
the e] ter s ur, but tha s about all eegu ‘ 
4 417 ¢ @ ‘ 
€ net ‘ ' < ; then ) 1m t ‘ ‘i 1) 
cure at present Chere should be 4 inswe ‘ 
to tl s specially for those yw ask © spec 
g it possess bot ‘ ambit : r the 
‘ their , 
abilit t themselves reporting, t sé ei I 
SI t 
wl “ eventually become reporters with A spe ' 
le 
without special instructior Perhaps I may 7 gue - , 
vive that swer: at least I shall try ua t j 
vitl " r { er ‘ 
: 
hesid } 
Vo Magic to Invoke side W 
| 
That is s Ay 
' 
( mag “ t it i inyvydoDod ta cias \ t 
’ , , 
elise ¢ te specia nformation that | S ed ee 
' ' ' 
Cal mpa it \W | nake \ ] } ep te racth 
iN rtin | ’ r Lill P ‘ 
VOT wv SK Ke ally SKIII S i yx i 
sonal matter | S sor ne tha must ce 
acqu St | : he ‘ t ‘ pt 
it t n i ire <« Se you must ( pec 
, <9 
get Xa \ e same way we a nave t 
secure by we , dividual effort. Spe aot & , 
al Ss Va 4 \ ] eT ré ? é va 
| ‘ ; 
‘y t tr eput ble s 1 tea rf e] M4 \s 
f oe — _ 1] , ™ , 
c S aVallaDitc you ou 4 urse Will penma | 
Save much waste effort, tor your practice the dictat ind the re 
, , , , ; 
will be better directed. and the nspirationa but prin : ‘ . 
ley ; ] 1 netr troy . ' ] ] ml 
alue classt OE struction may make tlh Sat np 
Terence ft 1 betwect succes und failure t é | vel tex 
betwee q tinge = unnch discouragement arm necessary eny 
sticking it out with the rest of your class ind reading 
, , , , 
mates Phere i dead monotony about shorthand speed tra 
“Hiring | ill +} eh > hioh sttine ler ' ; ef 
acqd @ SK a as a very ngn quitting there are irs ‘ 


mortality, especially for one going it alone. S the reporti 
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able; but even these are not without means 
in this modern day of acquiring shorthand 
speed. The opportunity of a shorthand student 
to acquire speed is only restricted today by 
his ambition and his industry. If one must 


he can accomplish 


confine his practice to what 
by himself in his own home, the radio is a 
lictato ithout equal if “d telligent! 

dictator without equal if used intelligently 


Careful selection of programs and subje 
matter to meet the particular speed and 
vocabulary needs of the student will provide 
everything in the way of dictation practice 


that any ambitious student requires 


I cannot emphasize too strongly that re 
porting speed can be acquired by any normal, 
intelligent shorthand writer who is willing t 


do the practicing that is necessary for the 
skill involved. It is not really a difficult job, 
but it is frequently a long and monotonous 
one. It is practice, practice, PRACTICE, week 
after week, with sometimes no immediate re 
the story of any skill 
is no exception to the 


sults visible; but that 1 
nod 


training and shorthan 
rule. 


General Knowledge and Shorthand Skill Grow 
A pace 


There is this difference, however, between 
the acquiring of shorthand skill and the train 
ing for most other skills: Of necessity the 
mere acquiring of shorthand speed adds more 
to one’s equipment than the mere _ technical 
skill involved; it brings a certain definite 
educational and mental increment as well. Thi 
entire process of practicing for shorthand 
speed is a continual process of vocabulary 
building. That is all that speed amounts to, 


the acquiring of a wide vocabulary, in short 


hand and in English, so instantly available as 
to be understood and written at hair-trigget 
speed. The manual part of it is only on 
element; every word, every phrase, and every 
idea that you learn to write fast must first be 
lodged in your mind, and there it stays, a 
part of your mental make-up and of your ever 
growing fund of knowledge The wider the 
range of practice material (and nobody ever 
became a fast writer by circumscribing his 
practice material) the greater your available 
speed and the greater your knowledge. It is 
all involved in the one process of practice, 
pra tice, practice 


Reporting Can Begin at 150 


Let us assume that you have acquired re 
porting speed. What next? you may ask 
How can I begin reporting? What else must 
I add? If you have rea!ly acquired reporting 


speed, if you are not fooling yourself, but can 
sit down and honestly write 150 words a min 
ute—if you can do that, then let me impart a 
joyful secret to you: there isn’t much more 
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that you really do need! It doesn’t matter 
whether you have ever been inside a court 
room in your life, or whether you have been 
within sound of a convention hall, if you can 
do that, you are ready to report now. Of 
course, your 150 words a minute is a minimum 
of reporting ability and will not suffice in all 
cases. There is still much else to be acquired 


1¢ way of poise, technical 


1 tl information, and 
ulded knowledge before you will become a 
first-class reporter, but you are safely on your 
way when you possess the first requisite, 


sp ed. 
“Hanging Out Your Shingle” 


Your next consideration wi 


getting started, the actual beginning of a re 


porting career. That is a problem that you 
would have to meet and solve in any line of 
endeavor that you should choose for yourself. 
It is no more difficult, nor is it any easier of 
solution, in reporting than it is in any other 
field. You must “hang out your shingle,” you 


must commence somewhere in any business or 
prolession that you enter. Your particular 
community and the particular elements of 
opportunity and of competition that prevail in 
that community will to a large extent de- 
termine your efforts in that respect. In one 


community you may have to submit to Civil 
Service examination for any reporting work 
at all. In others you may attach yourself to 
some free-lance organization and by building 
up a reputation for doing satisfactory work 
you may “break in” within a short time; or 
you may in other places get your start by 
virtue of some more extraneous circumstance, 
such as political, business, or social contacts. 


Civil Service Appointments 


In many states the Civil Service system 
prevails, and the tendency generally is to make 
all ofhcial reporting in the courts subject to 
examination. In these communities the proce- 
dure of getting started is very simple. You 
take the examination for the lower, or inferior, 
courts, pass it if you have the speed, and get 
your name on the eligible list, where you are 
subject to appointment In many of these 
examinations a writer who can actually write 
150 words a minute on solid matter and 
slightly higher on testimony should have no 
difficulty in passing, even in making a very 
good grade near the top of the list. I have 
known several writers with absolutely no 
court experience who have gone straight from 
the speed class, passed these examinations, and 
secured appointment as reporters. But they 
did possess speed. 

Perhaps you may not pass the first examina 
tion; it is quite likely that you won't if you 
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| A Negligence Case—III 
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e been in the usual hurry to leave the 


peed class, but the taking of each examina 
tion is an experience in itself, an experience 
poise and in working under stress that will 

ll be ta t u later 

The Free Lance 

l am assuming that during the time that 
are preparing for and passing the examin- 
itions you are earning your living as a com 


mercial sten grapher : that you have done and 


ire doing all your shorthand practice at night, 


is most of us have. But if you haven't, if you 
ire unemployed in the day time or have 
lecided t ake the plunge” into reporting all 


it once, you can, while you are waiting for 


examinations to bh called, set yourself up as 


free lance his may or may not be profit- 
ble, depending on your ability, but it will 
rtainly add to your experience. In every 
ty of any size there are reporting organiza 
s who do reporting work on contract, who 
besides keeping themselves busy “hire out” 


reporting work on an exchange basis to un 
he free-lance field. By 
making a canvass of these organizations and 
making yourself known as a reporter, you cat 


isually get an assignment here and there as a 


If you handle these’ “try-out’s” successfully, 


hen as your reputation grows for doing good 


Key to A NEGLIGEN( 


rthand for this appea n th 


Priate Il 





Q. Is t \. Ve hat is right 
«) Deo y now whether or not there are street car 
cks at that nt \. As near as I can judge 
Y. Ab \ way f n the corner were you 
hen you first w the Ford car A. I should judge 
ee 
©. At that ti you tell us how far away 
‘ ner the Ford car was A. It was in the 
u ot the n 
©. How wide is that truck A. I beg your pardon? 
) A! ] I ‘ wid ir truck A Al it six 
wice 
©. How x s A. Something ke eight feet 
gl 
©. Was the i with you at tl 
r { the t \ No, s no ne else 
©. Have y iver wer that thoroughfare 
tore the i A I have tter driven by 
he very I 
©. How yo pass tha rne ,. Sev 
t es du g the week 
ect whethe t there was a 
eighborhood wil the accident hap 
as | in remember here were 
! % ‘ 
t f your recollection was it ight of 
nd place A. It was light 
about how many people did you 
e corner A. About four or five 
YQ. On what mart f the street were you dr ving? 
" de 
else with the driver on the other 
mem}! whether he had any pas- 
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work, you will find that assignments grow 


more frequent; and in favorable circumstance 


you may eventually become so well established 
as a free lance that u will decide to toreg 

the possibility of an ofhcial appointment and 
remain in the free-lance he'd. At any rate 


whatever you have done in free-lance work 
you have added to your experience; perhaps 


] 1} 
even to your speed 


Contract Reporting 


In those communities where all reporting 
even in the courts, is done on contract, you 
must plan in any event to begin your career 
as a free lance. Here, even though the practic 


ing reporter 1s not subject to examination, you 


will find that merit is no less recognized and 
no less welcome than under a Civil Service 
regime 


The reporters who bid for and receive 


these large reporting contracts are usually 
good business men, and it is good busi 
ness for them to “hire it” their work t 
capable reporters. A free-lance reporter witl 
a reputation for doing good work will rarely 
find himself without cupation in any com 


1 


munity; and he may in time, if he is a good 
business man as well, be in the same positior 
as those now employing him: he may himselt 
| 


be bidding for and ng enough original work 


to make him independent of others 


-E CASE—II and Hl 


Varci ssue and , age this mont 
oO. B e way you we * nx get me 
n that 7. s that rigl A © yurse ft 
©) Did y ec ny skid arks ! th r ghwa 
‘ the lent A N " 
>» 
Piate Ill 
©. Tell the Court ar Jury n your wn w is 
how the accident happened earing in mind that 
were going south and the Ford car was going east 
A. I couldn't tell y« n a few words, but 1 was 
the south-bound car tracks, and I am inclined t 
think that the Ford ir was going at a fast rate of 
speed Just as soon as I got past the center of the 


street, he hit the car n the rear wheel, due to the 
fact that I couldn’ ! I 
Q. What do you meat y fast rate of speed? A 


Fast 





©. For the purpose f the record, will you be 
good enough to give us your estimate of the speed? 
As near as |! an judge, he was going 40 miles 


an hour. 

Q. To the best of your knowledge that was his 
speed? A. Yes, sit 

Q. Do you remember whether or not he was on 
the right-hand side of the road or the left-hand side 
of the road? A. On the left 

Q. What part of his car came ir ntact with 


your car? A. His right front wheel 


Q. At what rate f speed were you traveling 
prior to the time of the ac ent A At the rate 
of about 20 miles a1 

©. How fast did I understand you to say that the 


Ford car was going wher you first saw him? A 
About 50 miles per hour, when I first saw him 
Q. Were you thrown from the car A. Yes, sir 


Q. Were you seriously injure A. I certainly was 
Q. Could you say whether r not Mrs. Smith 
was hurt very badly? A. 1 in't say that. I 
helped to pick her up ar take her to the hospital 
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WHo’s WHO IN SHORTHAND SPEED 


{¢ 200 Words a Minute 


EXAMINER 
4. ALAN BOWLI 
Is Glad to Add Two More 
Young Ladies to the 


Growing Diamond Medal 


HW inning Class 


a 


Helen Dols 





ge rh re pre ird t keep 1] ght ‘ t i i 
wit the enthusiast ird-working pet the LD Meda 
i nedal aspirants w each their goal (ome ) tha 
t it good be able I yo writ ve ‘ . er . Sele 
t s \ STICK tine last \W get dow said re ym 
to the da ly routim necessary t pertecting hand earnest this t pur! 
ir s tna | utimes enlarging their short pose 
and Von ibular and at the Same time increas 
ng thei speed in executing their notes A yy] ii R Ta ite t Wester Hig! 
How they do it is somewhat standard pra ° > etroit, has rung the bell. M 
tice hey all seem to follow the dictum of Helen D begal er stud I rthand at 
hat tamous court reporter, Isaac Dement this s¢ 1929 and both M Genevieve 
vhose advice to the aspiring urt reporters Cross and M L) 1. Pitts wer ‘ 
s day wa write and write till your arn nfiluences t ‘ ! t t 
lrops und =the beg! writing agai! yamne 
We've heard of body sing an arm while Atte g it g M 
follow 2 the irt ts rthand writing 1OW Dols i ver ¢ d tha 
eve but we ave heard that those w wil sne W | “ rapid I i write 
persistently aevot time and eftort t tn and obta i rt rep | tw 
vork eacl e top in their profession. And ery laudable an 
by reaching the t p we meal not only that Like a eall i M 
the ead and write shorthand rapidly, whi Dols did " t tate 
S a great accomplishment tself, but that but é esire, entere 
t ire als tops when they come to hiwurée vetr t \ rime i ( ue A ( t 
ip eir incial standing at the end I tn the ‘ M Lola 
ta ] est rapid writers he ome uv eral M aci¢ M ) itte i | ind 
t i. vent reporters und they never iter, nig te A rtha 
Sec! ive t wor ib 1t kee ing tive abil y \ ! t t CK i] 
\ va tron tive ] depa tre | l i 
one Det ‘ 
W! are glad WI s Wh > thand Asked f i Y ybbie 
Spec this n 2 Velcon nto the ind her i t | M } rt ed t 
elite .¢ rthand writing tw more young la ittal * report goa and Ww king 
es. | st e whose 200-word-a-minute ¢ I : t r t ‘ it i 
anscript ma le her the Ot! winner of the she does e1 i win m the mmer tin 
(.revgeg xpert Diamond Medal, Harriet Saxtor and skating the winter 
Miss Saxton learned her shorthand at Fort We are happy t idd M lols to the 
ronda Business College. Fort Dodge. lowa ot medalists w write 200 word i minute 
1915; but as she says, “I did not study and can read it! 


seriously until 192? Ther che entered (,rege There 9 ‘ s te . ” . <tn , 
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The Use of the Margin 


More Excerpts from a Volume of This Title 


By EDWARD HOWARD GRIGGS 
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FOR THE TIMID 


By H. J. BLIGH 


PERSON 


in the “Specialty Salesman” 
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Graded Letters 


Written by LOUIS A. LESLIE 


For Shorthand Speed Dictation Record 406-A 


For Use After Unit 1° of the Manua 
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Graded Letters 


Written by RUTH ARMSON 


Ada (Minnesota) High School 


For Use with Chapter Seven of the Manual 
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Luther Burbank. 


Written by EMMA 
John Harris High School, 


For Use with Chapter | 
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Great Plant Wizard 
KEICHELBERGER 


Harrisburg, Pennsylvania 


' the Manual 
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Promulgated by the Postmaster General of the United States for the men in the Postal Service 
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Where Is Thy Sting? 
By CHARLES L. SWEM 
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Actual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 
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FUNNY STORIES 
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“THE IDEAL DESK COMPANION TO THE SECRETARY" 


The Gregg Writer is the professional magazine of thousands of 
stenographers, secretaries, and shorthand reporters. They make its 
acquaintance while in school, and continue as subscribers when they 
enter business. The Gregg Writer keeps them in touch with developments 
in their profession. 

Reading stories and professional articles written in beautiful shorthand 
is the way successful stenographers keep stenographically fit. ‘Give your 
stenography a lift'’ with The Gregg Writer. 

An absorbing new shorthand serial will start in the September number. 
Send your subscription NOW, and receive absolutely FREE the handsome 
gift edition of 5,000 MOST-USED SHORTHAND FORMS.” 

Subscription rates: One year, $1.50; two years, $2.00; Canada, |5c¢ additional; foreign, 
25¢c additional. 


THE GREGG WRITER, 270 Madison Avenue, New York, N. Y. 
Please send me The Gregg Writer for years and mail me “5,000 MOST- 
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